State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0730-1139-900 50028423 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant (Permanent Intermittent) Human Resources Office/Selection Services
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [o] Lead Person Elaine Hall Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
SCM 7/30/12

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the direction of the Chief of Selection Services, or lead, the incumbent provides clerical
support to the organizations within the Human Resources Office (HRO).

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others both in person and on the
telephone, follow verbal and written directions, ensure confidentiality of assigned work, and
maintain regular, consistent and predictable attendance. The incumbent must exercise good
judgement, work independently and use initiative in making decisions and meeting deadlines. The
specific essential functions are as follows:

30% Greets and assists the public and Department employees, screens visitors and incoming telephone
calls, and refers to the appropriate staff person. Assists the Selection Services Branch by checking
in exam candidates, verifying candidates identification, and proctoring exams. Exercises
considerable judgment in providing information regarding sensitive, technical, personnel-related
issues and projects in response to telephone and other inquiries. Answers questions from
employees and the general public on employment opportunities, staff benefits, and status of
ongoing projects.

25% Prepares departmental JOB Opportunity Bulletin and inputs information to Department’s web page;
creates links for duty statements and inputs vacancy announcements into the State Personnel
Board's on-line vacancy database (VPOS).

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Elaine Hall >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0730-1139-900 50028423 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant (Permanent Intermittent)

Human Resources Office/Selection Services

Percent of
Time

Activity

25%

15%

5%

Reviews and finalizes account receivable correspondence to ensure the necessary information is
included. Types drafts and final copy of routine correspondence, specifications, Board items,
special reports, responses to out-of-class grievances and other material as required. Initiates
routine correspondence when required. Proofs and checks reports and other written material for

conformance to Department and office standards including format, signatures, enclosures,

grammar and routing, and arranges for duplication and distribution within established deadlines.

Maintains files; sorts and distributes mail; orders office supplies; makes photocopies and sends
faxes; schedules meetings, makes travel arrangements and prepares travel expense claims.

Acts as primary back-up to other clerical staff in the Human Resources offices as needed.
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	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 04
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Elaine Hall
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: SCM
	personnel date: 7/30/12
	PERCENT OF TIME: 
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25%
	activity: POSITION SUMMARY

Under the direction of the Chief of Selection Services, or lead, the incumbent provides clerical support to the organizations within the Human Resources Office (HRO).

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others both in person and on the telephone, follow verbal and written directions, ensure confidentiality of assigned work, and maintain regular, consistent and predictable attendance.  The incumbent must exercise good judgement, work independently and use initiative in making decisions and meeting deadlines.  The specific essential functions are as follows:

Greets and assists the public and Department employees, screens visitors and incoming telephone calls, and refers to the appropriate staff person.  Assists the Selection Services Branch by checking in exam candidates, verifying candidates identification, and proctoring exams.  Exercises considerable judgment in providing information regarding sensitive, technical, personnel-related issues and projects in response to telephone and other inquiries.  Answers questions from employees and the general public on employment opportunities, staff benefits, and status of ongoing projects.  

Prepares departmental JOB Opportunity Bulletin and inputs information to Department's web page; creates links for duty statements and inputs vacancy announcements into the State Personnel Board's on-line vacancy database (VPOS).  
	classification: Office Technician (Typing) 
	appointee: Vacant  (Permanent Intermittent)
	dwr position number: 0730-1139-900
	sap personnel no: 
	sap position number: 50028423
	division: Human Resources Office/Selection Services
	mcr: 1
	percent 2: 25%






15%


5%
	activity2: Reviews and finalizes account receivable correspondence to ensure the necessary information is included.  Types drafts and final copy of routine correspondence, specifications, Board items, special reports, responses to out-of-class grievances and other material as required.  Initiates routine correspondence when required.  Proofs and checks reports and other written material for conformance to Department and office standards including format, signatures, enclosures, grammar and routing, and arranges for duplication and distribution within established deadlines.

Maintains files; sorts and distributes mail; orders office supplies; makes photocopies and sends faxes; schedules meetings, makes travel arrangements and prepares travel expense claims.

Acts as primary back-up to other clerical staff in the Human Resources offices as needed.  
	supervisor name: Elaine Hall
	employee name: Vacant


